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In this presentation we will

• Review end of year financial reporting requirements

• Discuss the audit/financial review process

• Learn about 990s and IRS requirements (briefly)

• Understand Florida PTA compliance requirements as well as 
Hillsborough County compliance requirements in Memberhub  



Typical PTA/PTSA Treasurer’s Calendar



End of the Year

• End of Year Transactions

• Check Insurance

• Annual Report

• Organize Records for Financial Review



Insurance

• Check the renewal date of the policy

• There is likely already an insurance policy in place to renew.  You 
can get PTA insurance from companies such as RV Nuccio or 
AIM.

• Check your insurance if you are doing an activity with higher 
that normal risk:

– Carnival or Festival

– Sport Camp

– Babysitting Service



Treasurer’s Binder or File Box
• What to include

• Executive Board Contact Information

• Membership Roster

• Bylaws and Standing Rules

• Minutes (executive board and general 
membership, by date)

• Approved/Amended Budget

• Monthly Treasurer’s Reports

• Monthly Bank Statements

• Monthly Bank Reconciliations

• Previous Year’s Audit/Financial Review

• Insurance Policy

• IRS 990 filing

• 501(c)(3) determination letter

• Florida Sales Tax Exemption (optional)

• General Ledger and Check Register 

• Expenditures (with receipts/invoices)

• Deposits (with cash counting form, check 
listing, etc)



What is an Audit/Financial Review?
• Not a “pass or fail” process

• Ensures the PTAs/PTSAs are following proper financial procedures and are 
practicing financial responsibility

• If not, this process helps them get back on track

• The treasurer for the Audit/Financial Review period gathers all records and 
turns them over to the audit/financial review committee

• The audit/financial review committee completes the form using the 
documents turned over to them by the treasurer

• Once complete, the audit/financial review form and financial records are 
given to the incoming treasurer

• Then completed form is to be submitted to Florida PTA by emailing to 
audits@floridapta.org and uploaded to memberhub / compliance  

• The report should be shared with the executive board when received

• And should be presented to the General Membership at the first meeting 
and have the results annotated in the meeting minutes

mailto:audits@floridapta.org


When and Who?

Complete a financial review:

• Before a new treasurer takes over

• At the end of each fiscal year (completed in July)

The audit/financial review committee consists of 3 people appointed by 
your executive board:

• They cannot be signers on the unit’s account(s) and cannot be family 
members of signers

• They may come from your board or your membership

• Some PTA/PTSAs hire an auditor/CPA – this can be very expensive. Not 
all accountants are familiar with non-profits



Florida PTA Annual Audit/
Financial Review Form 



Florida PTA Annual Audit/
Financial Review Form 



Florida PTA Annual Audit/
Financial Review Form 



Your PTA/PTSA is a 501(C)(3) Organization

PTA/PTSAs are tax exempt organizations:

• PTAs/PTSAs do not pay income taxes on 
the monies they bring in

• Donors may be able to deduct donations 
on their income tax returns

• Treasurer helps to maintain and protect 
the exempt status

PTA/PTSAs:

• Must operate for the purpose defined in 
its bylaws, “Advocate for the health, 
education and welfare of all children”

• Must be non-sectarian

• Must be non-commercial

• Must be non-partisan

• Can NOT engage in political activity

• Can engage in insubstantial amount of 
lobbying

• Must ensure resources cannot be used for 
personal benefit of its members



Tax Returns for Non-Profits (Form 990)

All PTA/PTSAs must file a 990 with the IRS:

• If your PTA/PTSA brings in receipts that are less than $50,000 
annually, the required form is the 990N (e-postcard).  This is filed 
directly on the IRS website.

• If your PTA/PTSA brings in receipts that are between $50,000 and 
$200,000 annually, the required form is the 990EZ.  The 990EZ must 
be filed electronically

• If your PTA/PTSA brings in receipts that are over $200,000 
annually, the required form is the 990 long form.  This form must 
be filed electronically.



Good Standing/In Compliance
Local units must maintain their tax-exempt status as a subsidiary of Florida 
PTA

• Maintain Bylaws (to be reviewed, signed every 3 years – document 
completed review in meeting minutes and send a copy to Florida PTA 
(bylaws@floridapta.org and upload Memberhub / Compliance

• Pay state and national PTA dues ($3.75) to Florida PTA EVERY MONTH

• Submit the following to the Florida PTA and upload in Memberhub / 
Compliance:

– Officers' names and contact information (by July 1or upon election)

– Copy of insurance certificate (date varies)

– Copy of Audit/Financial Review (by August 31)

– Copy of 990 tax filing and acceptance letter (by Nov 15)

mailto:bylaws@floridapta.org


In this presentation we

• Reviewed end of year financial reporting requirements

• Discusses the audit/financial review process

• Learned about 990s and IRS requirements

• Understood Hillsborough County compliance requirements in 
Memberhub  



Resources

National PTA Website

• eLearning - Run Your PTA | National PTA

Florida PTA:

• https://floridapta.org/local-unit-compliance/

• https://floridapta.org/finance/

• https://floridapta.org/bylaws/

Hillsborough County PTA/PTSA

• https://www.hccptaptsa.org/pta/ptsa%20training%20resources

https://www.pta.org/home/run-your-pta/elearning
https://floridapta.org/local-unit-compliance/
https://floridapta.org/finance/
https://floridapta.org/bylaws/
https://www.hccptaptsa.org/pta/ptsa%20training%20resources


Thank you
treasurer@hccptaptsa.org

www.hccptaptsa.org

mailto:treasurer@hccptaptsa.org
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